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1. INTRODUCTION

This document is an updated version of the instruction material distributed at the training session
held in Las Vegas, Nevada, from July 19-21, 2005. It includes instructions for ECMS Login,
entering and updating Notes and Callups, and entering and updating Telephone Messages.

The document includes the following sections:

e Citrix ECMS Workstation Login
e Logging into the ECMS system
e Searching for Existing Cases
e Adding Case Notes
0 Add Note Screen
0 Add Note Form View
o0 Fields to be completed
e Displaying and Updating Case Notes

e Adding Telephone Messages
0 Add Telephone Message
0 Add Telephone Message Form View
o0 Fields to be completed

e Displaying and Updating Telephone Messages

2. CITRIX ECMS WORKSTATION LOGIN

This section contains the information that you need to log into ECMS (Energy Case

Management System) via Citrix.

e one set for network login

e one set for application login
Note: Passwords are Case Sensitive

perform the Citrix login as indicated below.

document.

Help Desk at 1(877) ESA-HELP (372-4357)

Important - You should have two sets of User IDs and Passwords:

In this section you use the network Username and Password to

Your application Username and Password are referenced later in this

If you have any questions about User Ids or Passwords, call the ESA

e (o to https://seatsweb.dol-esa.qov
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e The ICA Web Client
0 Must be installed to access CITRIX
o Isaone-time installation procedure

nployment Standards Administration

NOTICE: This is a United States Department of Labor, Employment Standards Administration
computer system, which may only be accessed and used for official Government business by
authorized personnel. All information contained on DOLfESA computer systems is owned by
DOL/ESA and may be monitored, intercepted, recorded, read, or captured in any manner and
disclosed in any manner, by authorized personnel. Unauthorized access or use of this computer
system may subject violators to criminal, civil, andfor administrative action. Use of this
computer system by any user, authorized or unauthorized, constitutes consent to this
monitoring, interception, recording, reading, copying, or capturing and disclosure. Authorized
users are responsible for the proper handling of the Government data, equipment, and
resources which they access.

Login (]

If you do not know your login information, please contact the ESA Help Desk.
¥ ysemame

| nployment Standards Administration MetaFrame XP Message Center

¥ pazsword

The Employment Standards Administration MetaFrame XP Message Center displays any
I informational or error messages that may occur.

¥ pomain
Myou do not have the ICA Client (ActiveX) for 32-bit Windows installed on your system. You
|ESA ;I must install the ICA Client to launch the applications.

E Select the icon below to install the ICA Client.

&€ 1CA Web Client for 32-bit Windows

Other Clients are available from the Citriz Client download site

e Inthe Citrix Login window:
o0 Enter your existing ESA/Windows Domain User Name
o0 First time users: Enter the password Xpin####
= #HH#H represents the last 4 digits of your social security #
0 Click the Login button

Employment Standards Administration

WOTICE: This is a United States Department of Labor, Employment Standards
Administration computer system, which may only be accessed and used for official
Government business by authorized personnel. All information contained on DOLJESA
computer systems is owned by DOLfESA and may be monitored, intercepted,
recorded, read, or captured in any manner and disclosed in any manner, by
authorized personnel. Unauthorized access or use of this computer system may
subject violators to criminal, civil, andfor administrative action. Use of this computer
system by any user, authorized or unauthorized, constitutes consent to this
monitoring, interception, recording, reading, copying, or capturing and disclosure.
Authorized users are responsible for the proper handling of the Government data,

LOgII'I 7 equipment, and resources which they access.
B peemame If you do not know your login information, please contact the ESA Help Desk.
Iasrmth . )
Employment Standards Administration MetaFrame XP Message Center
B pacsword
I"."“" The Employment Standards Administration MetaFrame XP Message Center displays
any informational or error messages that may occur.
® pomain
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e The Citrix Login Applications window opens containing two ECMS icons.

W Employment Standards Administration

MetaFrame XP Applications

Welcome to your personalized view of MetaFrame %P applications. The
Applications box contains icons for the applications that you can use.
Click an icon to launch an application. Click Refresh to view the latest
applications. Click Settings to change your settings. Click a folder icon to
display its contents. If you have problems using an application, please
contact your help desk or system administrator for more information.

Applications %
D Eﬁ Employment Standards Administration MetaFrame XP Message
& 1o, (6, Genter

The Employment Standards Administration MetaFrame XP Message
Center displays any informational or error messages that may occur.

ECMS_B ECMS_E
/7 There are three Citrix icons on the
applications toolbar:
Applications e
- e The Refresh icon
G o O e The Tool icon
e The Help icon
v e T
ECMS_B ECMS_E Note — Some of these icons or information in
the Help file may not apply to our configuration
of Citrix.
\

e Click the ECMS_B icon (See Section 3)

on choosing system

This initiates the Citrix login process and you see the Citrix MetaFrame window.

Connecting to ECMS

CitrixMetaFrame*

iZonneckion established, Megotiating capabites. ..

[

& =10 x|

Cancel
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e There are no print functions available on the ECMS system. A warning banner will
appear to indicate that no printer is attached to the system. When it does appear, Click
the OK button.

Warning x|

"j Mo default printer detected, All ECMS printing Functions will be disabled,

L]

EEOICPA Bulletin 05-05
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3. CHOOSING THE APPROPRIATE ECMS SYSTEM

Currently there are two applications of the Energy Case Management System: ECMS_B and
ECMS_E. Each of these systems is used to manage and process energy worker compensation
claims associated with different parts (subtitles) of the Energy Employees Occupational IlIness
Compensation Program Act (EEOICPA) passed in 2001 and amended in 2004. ECMS_B is used
to process claims submitted under Part B of the legislation. ECMS_E is used to process claims
submitted under Part E. The two systems function in the same manner and you will see the same
screens and controls using either system. As a result, cases are identified by their *part type’,
I.e., ‘part’ of the legislation) based on what kinds of claims are being handled. While all cases
can be viewed in either system, the Part E claims data on those cases can be viewed only in
ECMS_E, while the Part B claims data can be viewed only in ECMS_B.

There are actually three “Part Types” in the ECMS system: Part B (cases that have only ‘B’
claims), Part E (cases that have only ‘E’ claims) and Part EB (cases in which the claimant has
submitted both an E claim and a B claim). For Part B-only cases and Part E-only cases,
telephone messages and notes/callups should be entered into the appropriate version of ECMS.
When entering calls and notes for EB claims, both systems are applicable and the information
only needs to be entered once, in either ECMS_B or ECMS_E. However, the notes and
telephone messages are viewable from either system. Therefore, when you are looking for all
the calls and notes for an EB case, you can look in either system to see the notes and telephone
messages in their entirety for any given case.

A final note on part types, if you attempt to open a Part B case in ECMS_E you will receive this
warning sign below displayed as a popup over the main Case screen. This message indicates that
you are viewing a case that was entered from the other system.

ECS_E (rest_ 103100 cn_tesk rel of SEA] - [Casc]] ad 2|
= F— 1= =1
BEE S0l

] EEEE LRI

Caca Indamston
CE [petar =] EE Azon D[N 20as Wy Hisy
Uit Ofcn[PBT 7] Locabon[FIL =] Locabon Asrign i ZEA00G 240 s, miituas

Tatal comg allocaled o dete: $000 [Fai E onlld

Ewgksee Hane.
Hawe (L F.MITEST 5 F
M M1l Tat Part IB'_
etz FTSTTAATS " Mhacall | -
ok Ty T T —— e
T Ly, Sk D F
SRR ta]  CAUTION! There is NO PART E Case for this employes SSH.
Ewnm':;sﬂ_
St =]t =1 |Data on this screen are @ken from the Part B case. |
ik 5 Bar 1]
Corvmced Emvplrd] =] Bow Erp Soui "
| e -&1 " #
¥

You will receive a similar warning if you try to open a Part E case in ECMS_B. When you get
this message, leave this version of the application and enter the appropriate one.
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Logging into the ECMS system
e When the ECMS Login window appears
o0 Enter your ECMS Application User Name and Password
0 Click the OK button
e e s e

User Name |
Passyiord ||

0K | Cancel |

Your application window appears and you are now logged into the application. When you
exit the application, the Citrix session closes automatically and you are returned to your
desktop.

If the login is successful you will see the following window on your screen. The title bar
may be slightly different, as the (entest_) item below is the name of the database that was
used when creating this document. Yours will differ since you will be connected to a
different database. The ECMS title though, will be the same.

Energy Case Management System (ECMS) Title Bar

/i' ECMS_B {entest_ 1.8.2.100 en_test3 rcl at SEA) = |E| Ill

File | Inquiry
Wiew Case

PART B

Inquiry Selection List
View Case

EEOICPA Bulletin 05-05
August 2005 Attachment 1
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4, SEARCHING FOR EXISTING CASES

Case Search Screen
To view, add or update notes you must first select a case in order to open the notes function.

To search for a Case: Select Inquiry from Energy Case Management System menu and choose
View Case. This displays the Case Search popup window™ Enter search criteria® in any of the
combinations shown on the search screen. From the Case Search screen, if your selection
criteria match only one case, the system displays the data on the Case Screen immediately.
Otherwise, ECMS presents a list of cases (grid view) matching the selection criteria (as shown
on page 8). You then select an individual case from the grid view.

M Cace Search

=101 %]

—Parameter
Search Far IEmpIcu_l,lee LI

sSN [

Last Mame

|
Firzt Mame I
¥ |_

poE [/

Docket Mo I

o 0K
x Cancel |

To do an Employee Search:

1.
2.
3.

4.

Select Employee from list box
Enter Employee Social Security Number OR

All or part of Employee Last Name without or without all or part of First Name

with or without Middle Initial OR
Employee Date of Birth

The above search can also be conducted using Claimant and Payee from the list box.

RI=IEY
—Parameter
Search For
SN v 0K
Last Mame x Cancel |
First M ame
k|
pae |/ S
Docket Mo I

1 Note: The ECMS_B application has screens which have a gray background. The ECMS_E application has screens which have a blue
background. This is shown in the two Case Search Windows above. It’s an easy way to know which system you are in. For more on which
system to select, see Section 3.

2 Searches are more effective when entering at least 3 characters of the last name for the search criteria. If a search is not specific enough, the
findings may be too large to use.
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Once you have
highlighted a case in
the grid, you can
proceed directly to
the notes screen by
clicking the notes
button or to the
phone message
screen by clicking
the phone button.
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View after the right arrow.
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When you navigate to the Case Screen you will see the following:

Grid View Button Phone Button Note Button

A EC45_B {entest_ 1.0.2,100 en_best3 rel at SEA) - [Case’mguire)]

Faseid JE.E [prarce =] CE dign D |Ienivzoi gy H'mm.l

D Qe [55 =| Location [FRA =] Locstion dverion D IS RE0E 405, | s, pisteeg
Total comp allocated ko date: $0000 [Pt B only]
£ mpdoves Mame snd Addes

Hne (L. F.MOJTEST [PRODUCTION [
il M e Producion Tedk Part |[EB
Acidress 1| ADORESS LINE ONE Prame|l | -
Ausckens -

Zip, Ciy, State] 52162 [POSTVLLE =& =] Cownnplusa ~|

£ mpdopes Cesrus [ndormeation

DORPEN2A %S LD ?mﬁ - ﬁ-.!q:viylr-cihl - WwFuilﬂ-
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- E-pol.lq- = l:li-dl =| Dibes| = I.':I.T'EI-E- 'iﬂm-'lcl; = | Besdlm |- = | Lleanmm |- 'll:!hr; =

SIS
18| x|
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The Case screen displays core employee-related information from the EE-1 and/or EE-2 claim form.
Also included on this screen are the current CE assignment and case and district office locations.
Access to historical assignments and locations is not available in this view.

The case screen lists the basic details of each case. From here you can:

(a) Navigate to the notes screen by clicking the Case Notes button

(b) Navigate to the phone message screen by clicking the Phone Button
(c) Return to the grid view you just came from by clicking the Grid button

When accessing ECMS to update existing Notes and Phone Messages, you will only be able to update

records you created. You cannot edit records created by someone else.

EEOICPA Bulletin 05-05
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Following are descriptions of all the fields shown on the illustration included on the preceding page:

1. Employee (Case) SSN:

2. Case Information

a. CE (Claims Examiner):
b. Location:
c. CE assign Date:
d. District Office:
FAB offices)

e. Location Assignment Date:

3. Employee Name and Address
f. Name (Last, First. MI):

g. Mail Name & Address :

4. Employee Census Information

h. DOB:
i. DOD:
j. Sex

k. Autopsy Ind
I. Autopsy Facility
5.  Employee Dependents:

a. Spouse:

b. Child:

c. Other:

i. Parent:
ii. Grandparent:
iii. Grandchild:

August 2005

Cases are created and numbered using the employee’s
nine (9) digit SSN as the file number

CE responsible for handling the case

Case location within current District Office

Date responsible CE was assigned the case

Office the case is currently located (District Office or

Date case assigned to the current location

Employee’s name as it appears on the EE-1 or EE-2
claim form

Employee’s Name and Mailing Address
This field will be blank if the employee is deceased.

Employee’s Date of Birth
Employee’s Date of Death (if applicable)

Spouse, Child, Parent, Grandparent, or Grandchild of the
Deceased Covered Employee

Wife or husband of that covered employee who was
married to him or her for at least one year immediately
before the death

A “child’ includes a recognized natural child, a stepchild
who lived with a covered employee in a regular parent-
child relationship, and an adopted child

Father and/or mother including parent through adoption
Parent of a parent of the covered employee
Child of a child of the covered employee

EEOICPA Bulletin 05-05
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6. Employee Classifications
7. Work Site:
a. Covered Emp Ind:

b. Worksite Desc:
c. Title:

d. Work Start Dt:
e. Work End Dt:
f. Note:

8. Claims

August 2005

DOE, Atomic, Beryllium, Uranium, Other - As Reported
on the EE-1 or EE-2 form

All relevant worksite information taken directly from the
claimant’s EE-3 form or updated through employment
verification process

‘Y’ or ‘N’, as determined by the CE
Worksite facility claimed for the employee

Employee title as it appears on the EE-3 or verification
document received

The date the employee started working at the specified
worksite as reported and/or verified in claims processing

The date the employee stopped working at the specified
worksite as reported and/or verified in claims processing

As needed including contractor/subcontractor name if
applicable

Lists the name of each claimant on the case, and other
related information on the claim.

EEOICPA Bulletin 05-05
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5. ADDING A CASE NOTE

A note will be entered for every 'walk-in' customer at the Resource Center related to an
existing case at DOL.

To Add a Note: After selecting a Case and having the Case screen displayed (see previous
section), click the Case Notes button. ECMS responds differently based on the number of case
notes which exist on the case. If there are no notes OR if there are two or more notes, ECMS
displays the notes in a list (grid view). The sample below shows a case with no notes.

AECME B (unbest_ 182,100 en_test3 rrl ab A} - [onobelpdat=1] i - ISETES]

S P Iy =l=| =
._.| q[E PART B
thoz | Savm|cae| ] CHANGE
Erp S50 Casw CE Calup Duste Pricotp] Dweres Ulsss |0 v i D1 Mibs sk _complstel ol oomnplets ﬂ

Next, press the Insert key on your keyboard. ECMS responds by displaying the Notes Form
View screen (shown below). This is the screen where the Notes and associated data are entered.

Add Note Form View

Button to go to Reason for Listing of Claim Note field allows for
the Grid View Message selection Case Number Types selection free form text of up
box box to 2000 characters

il
=l
FPART B
Eb:ll Sml Eﬂll] ]
Caim Hutz
= |
=1
=l
Aupaigan T [t =] CebmbDae[ Feedg[] =] [ Esews Hoss
Tack Complatest [l =] O [ COr[SER CanaCE:[france
Carm Hels Irbaraan
e e [an_ ol | oot ITE@E R o e rnan mad | Lk [0410m raea
ks | upe_ck [
Dot Moo Mokt W11
[Dain | [Hcda | =TT [Eomatesd in -
L}
Laicd Ll_l

Enter the note making sure to complete the following fields:
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(@) Note type - select "R" - FOR RESOURCE CENTER USE ONLY. (Note that there
are other options here to select, but these are for district office use only.)

(b) Claim Type - select from list the appropriate claim type: either EM-Employee, WI-
Widow or C1-Child.

(c) Note - Record the nature of the inquiry on the claim (up to 2000 characters).

After entering all required information on the notes, click SAVE, then click CLOSE.

When you select a case which has exactly one note, ECMS displays the note in detail Note Form
View in ‘CHANGE’ mode - rather than displaying several notes in grid view. This allows you
to update the note or go to add a note.

To Add a Note when a case note is already displayed in Form View: Click the Grid View
button as shown below.

Button to go to

the Grid View
AECME_B {_ 1LE20 grocie AURIe at SAT) - [enote{update)] B | = =) S E) R ™ =20 =]
B3 Fin Bt Jnoury Flnctions  Compenssion  Cockols Reports  Window Helo = |8 >
o I PART B
:mel Save | Cancsl EI 410-68-6309 CHANGE
Cane Mole
sicte 1o (R ~| ©" 75 £h i ez =
Hote:[rrm =
=
Azmgn To: [gracis - Caabp Date Fiosie[ = | Provatn Motn
Task Comphotect [1 ;ll:Ir\cl OO [T Cai CE: [dapie
Caazsi Mol Ik irastors
DRI _USET_ VN |gucfle mﬂ'mnm A nu_uvef_rmh-a;h ong_dt |I}|..'1Er’2':l:ﬁ T:0: 2
LRl USe_nin | upd_d.l
Callrack fdderdom Hobes |0]
[Daem [Uze [Hos [Cimatnd Fiy [ Craateci 0n i'
H
4 —II 1
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Next, click the Add (+) button as shown below.

This displays the Add Note Form View as noted earlier. This is where you enter your note, then
click SAVE, then click CLOSE.

Add Button

A ECHS T (entest 1.2 000 en_testd rcl st SEA) - [cnate(update)] i . =l =
=l =]
a4 0 5 PART B
Cican s CHANGE ==
[EmpssH  [CaseceE  [CobmDte [Frinsae] st Lises [Dsrmmistin 01t [racin Jtask_oorrpiste] ol compiste [=]
D000 409 ] 1 Beaan 50 0N 1= 04 00 M
[ e tentd A0 0deda fbshdete & | |
Il
ol | Lﬂd

You can view all items on the notes and callups by scrolling in the grid view.
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SUMMARY STEP-BY-STEP ADDING A CASE NOTE

Select a Case as detailed in Section 4.

2. With Case screen displaying selected case, click the Note Button.
This displays the Case Notes grid view or form view depending on
number of notes..

3. If the Case Notes Grid View is displayed, press the Insert key on the

keyboard. This opens the Form View for Adding a Case Note.

OR

If the Case Notes Form View is diplayed in CHANGE mode, click the

Grid View button on the screen. This displays the grid view.

Then press Insert key on the keyboard. This opens the Form View for Adding

a Case Note.

Enter the Note along with required fields.
Click SAVE on the screen.

Click CLOSE on the screen

=

o 01 A~
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6. DISPLAYING AND UPDATING A CASE NOTE

To view or update notes you must first select a case in order to open the notes function.

To Update a Note: After selecting a Case and having the Case screen displayed (see previous
section), click the Case Notes button. ECMS responds differently based on the number of case
notes which exist on the case. If there are no notes OR if there are two or more notes, ECMS
displays the notes in a list (grid view). The sample below shows a case with two notes.

To view and update a specific note: Doubleclick on the note line OR highlight the line with the
mouse and press the Enter key on the keyboard. Make the appropriate changes to the note, click
SAVE, then click CLOSE.

Note: You will only be able to update your own notes, although you can view all notes on the
case.

If there is only one case note on the case, the Case Note Form View will be displayed, showing
the note details. In this case, you will not need to select from the grid view as shown below.
Simply enter your update, click SAVE, then click CLOSE.

Wk 1 2006 1 2250 SR Rietum Gl
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= /Lﬂ

Users can view all items on the phone message by scrolling in the grid view.
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7. ADDING A TELEPHONE MESSAGE

A telephone call will be entered for every incoming or outgoing telephone call at the

Resource Center related to an existing case at DOL.

To view, add or update phone messages you must first select a case in order to open the phone
message function. (See Section 4 for case selection instructions). This displays the Case screen

with employee-related data as shown below.

Grid View Button Phone Message Button
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The case screen lists the basic details of each case. From here you can:

@) Navigate to the phone message screen by clicking the Phone Message button
(b) Return to the grid view you just came from by clicking the Grid View button
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To Add a Phone Message: After selecting a Case and having the Case screen displayed,
click the Phone Message button. ECMS responds differently based on the number of
messages which exist on the case. If there are no messages OR if there are two or more

messages, ECMS displays the messages in a list (grid view). The sample below shows a case
with no phone messages.
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Next, press the “Insert” key on the keyboard. This displays the Phone Message Form View as
shown in the next page.
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Enter your phone message and complete the required fields as detailed on the following page.

Then click SAVE, then click CLOSE.

Add Telephone Message Form View

Reason for Call
selection box

Button to go to

the Grid View Case Number

box

Listing of Claim
Types selection

Note field allows for
free form text of up
to 2000 characters
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Relation of Caller to the
Claimant selection box

Caller Name is a
required text
field

Call For is a required
text field

For every telephone call to be recorded in ECMS, complete the following fields:
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(@)

Call Reason - select "R" - FOR RESOURCE CENTER USE ONLY.

(Note: There are other options here to select, but these are for district
office use only.)

(b)

(©)

(d)
(€)

Claim Type - select from list the appropriate claim type, either EM-
Employee, WI-Widow or C1-Child..

Note - Record the nature of the inquiry on the claim (up to 2000
characters),

Caller Name - enter name of caller

Call For - enter name and/or title/position of person that caller

asked to speak with; use "N/A" if specific person was not requested

(f)

(9)
(h)

(i)
@)
(k)
(0

Relation - select from list - caller’s relationship to the claimant
identified in Claim Type field.

Received by - system will default to logged-in user id.

Call Type - select from list: “D-Direct Call”, when a telephone call
is received. “O-0utgoing Call”, when the RC staff initiates the
telephone call. (Message the “R-Returned Call” option is for
district office use only.)

Receive date - system will default to current date

Callback No. - enter caller’s phone number, if provided by caller.
Assign to - select your user name/id.

Call Completed - all of the RC calls should be *Y"*, since you will
complete the call. If a callback is required, you would initiate a

new telephone call message. (Do NOT use the “N” option; this is
for district office use only.)

Remember: After entering all required information on the messages, click SAVE, then

click CLOSE.
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As with the case messages, if there is only one phone message on the case on which you want to
add a phone message, the message will be displayed in the Phone Message Form View in
CHANGE mode. To add a message from this screen, click the Grid View button.

Button to go to
the Grid View
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ECMS will display the grid view of messages with the Add (+) and Delete (-) buttons. Click on
the Add (+) button to open the Add Phone Message Form View. Enter the message with required
fields, then click SAVE, and then click CLOSE.
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SUMMARY STEP-BY-STEP ADDING A PHONE MESSAGE

1. Select Case as detailed in Section 4.

2. With Case screen displaying selected case, click the Phone Button.
This displays the Phone Messages grid view or form view depending on
number of notes.

3. If the Phone Messages Grid View is displayed, press the Insert key on the

keyboard. This opens the Form View for Adding a Phone Message.

OR

If the Phone Messages Form View is diplayed in CHANGE mode, click the

Grid View button on the screen. This displays the grid view.

Then press Insert key on the keyboard. This opens the Form View for Adding

a Phone Message.

Enter the Message along with required fields as noted in this section.

Click SAVE on the screen.

ISR A

Click CLOSE on the screen.
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8. DISPLAYING AND UPDATING A TELEPHONE MESSAGE

To view or update phone messages: You must first select a case in order to open the messages
function.

To Update a Message: After selecting a Case and having the Case screen displayed (see
previous section), click the Case Messages button. ECMS responds differently based on the
number of phone messages which exist on the case. If there are no messages OR if there are two
or more, ECMS displays the messages in a list (grid view). The sample below shows a case with
two messages.

To view and update a specific message: Doubleclick on the message line OR highlight the line
with the mouse and press the Enter key on the keyboard. Make the appropriate changes to the
message, click SAVE, then click CLOSE.

Note: You will only be able to update your own messages, although you can view all messages on
the case.

If there is only one case message on the case, the Case Message Form View will be displayed,
showing the message details. In this case, you will not need to select from the grid view as shown
below. Simply enter your update, click SAVE, then click CLOSE.
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Users can view all items on the phone message by scrolling in the grid view.
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